Embassy of the United States of America
Kyiv, Ukraine

JOB OPPORTUNITY ANNOUNCEMENT

# 005 Date: February 10, 2014
TO: ALL MISSION PERSONNEL
FROM: CHRISTOPHER NEWTON- HUMAN RESOURCES OFFICER

SUBJECT: GUARD, REGIONAL SECURITY OFFICE

Employees are invited to apply for this position or refer qualified and eligible candidates
to the Embassy Human Resources Office. Application procedure is outlined at the end of
this notice. Questions should be directed to the Human Resources Office.

POSITION TITLE: GUARD (multiple positions)

OPEN TO: All Interested Candidates

GRADE LEVEL: FSN-03, FP-BB* (Full Performance Level)
WORK HOURS: Full Time, 40 hours per week

POSITION TYPE: Permanent

OFFICE LOCATION: Regional Security Office/Local Guard Force
OPENING DATE: Immediate

DEADLINE: February 24, 2014 at 6 P.M. Kyiv Time

*FP —BB is subject for confirmation with Washington.

IMPORTANT ELIGIBILITY NOTE:

ALL US. CITIZEN, WHO ARE ORDINARILY RESIDENTS IN UKRAINE AND THIRD
COUNTRY NATIONAL APPLICANTS MUST HAVE THE REQUIRED RESIDENCY PERMIT
TO BE ELIGIBLE FOR CONSIDERATION. SUCH APPLICANTS ARE REQUESTED TO
ATTACH COPY OF THEIR RESIDENCY PERMIT TO THE APPLICATION.



BASIC FUNCTION OF POSITION:

Performs guard services to safeguard U.S. Government property and personnel under
direct supervision of guard supervisor. The incumbent is expected to be able to work
independently with little direct guidance at his/her post. The incumbent is expected to
make independent decisions within the scope of their Guard Post orders.

MAJOR DUTIES AND RESPONSIBILITIES:

Guarding and reporting 50%

Perform routine guard duties on a rotating shift schedule at a stationary post or
roving post as directed by supervisor.

Provide access and perimeter control to U.S. Government facilities.

Provide protection to personnel and property within and immediately adjacent to
U.S. Government facilities.

Look for and identify potential hazards and threats to USG property and personnel
and orally report them to his/her supervisor or senior personnel.

Responsible for knowing all FSN 3 Post specific orders.

Report on situation at Post to Supervisor or Senior Guard every hour during non-
business hours. Remains at post until proper relief arrives or is relieved by Shift
Supervisor.

Provide relief to other posts, when required.

Maintain order at the assigned Post.

Stay constantly alert for criminal or terrorist surveillance directed at the Embassy
or personnel. Reports any pedestrian or vehicular surveillance (including photo
and video recording, etc.) to Senior Guard and/or Shift Supervisor.

Patrol the Embassy Compound or assigned U.S. Government facility.

Report to Shift Supervisor or Senior Guard when unauthorized vehicles or
individuals seek access to the compound.

Prepare Incident Reports in Ukrainian or Russian.

Answer phone and prepares simple paperwork at the request of the Senior Guard
or Shift Supervisor.

Guard offsite locations and reports status as per Post orders to Shift Supervisor.

Access control 45%

As directed by LGF supervisor or senior guard at his/her Post, FSN 3 Guard will perform
the following duties as appropriate at assigned Post:

e Maintain the gate in closed position except when properly signaled to open for
vehicles entering or exiting. Visually identify vehicle as approved for access
before signaling to open the gate.

e Inspect vehicle; check identification card of each occupant of the vehicle; and
conduct explosive residue check using special security equipment.

e Enter required information in the Post Log in accordance with Post and/or
General Orders.

e Maintain order at the assigned duty location.



Inspect identification documents of all visitors and ensure that each visitor has
been authorized to enter the compound.

Inspect the contents of purses, briefcases or other containers belonging to
visitors with X-ray machine and ITMS.

Check visitors with special security equipment (Walk-Through Metal Detector
(WTMD), Handheld Metal Detector (HMD), and Itemizer (ITMS).

Deny access to unauthorized persons attempting to gain access to the Embassy
or other U.S. Government facility by using the minimum amount of force
required to prevent entry. If assistance is necessary, contact the Shift
Supervisor or a member of the local police authority.

Observe the perimeter of the compound to ensure that no one penetrates the
perimeter or throws any objects over the wall.

Keep in contact with Senior Guard or supervisor as appropriate for assigned
Post.

Survey for any suspicious activity around his/her post and report it to the Shift
Supervisor or Senior Guard.

Request visitor to leave his/her ID (passport or driver’s license) and retain it
until visitor’s departure.

Enter visitor’s personal data in the Visitors Logbook.

Issue a Visitors’ Badge for escorted access.

Ensure that visitors are escorted by an USG employee. Visually identify
vehicles as approved for access before opening the gate.

Allows access to individuals or vehicles upon approval from the Shift
Supervisor, RSO/DRSO/ARSO.

Screens all authorized incoming mail and packages; accepts and writes the
information in appropriate Post Log.

Constantly conducts surveillance of the area visible by cameras, remaining
alert to problems or disturbances.

In the event of disturbance, immediately locks down all doors, reports to
Senior Guard or Shift Supervisor and waits for the further instructions.
Operate electronic controls to the hard-line doors and gates.

Other duties as assigned by the Shift Supervisor, the RSO or ARSO. 5%

REQUIRED QUALIFICATIONS:

EDUCATION:
Completion of secondary school is required.

WORK EXPERIENCE:

Six month of prior work experience.
LANGUAGE:

Level 1l (limited knowledge) of English; level 111 (good working knowledge) of Russian
or Ukrainian are required.



KNOWLEDGE:

Good working knowledge of Local Guard Orders, thorough knowledge of the senior U.S.
Embassy and MSG personnel, good working knowledge of chain of command, good
working knowledge of operating manuals for security equipment.

SKILLS AND ABILITIES:

Ability to physically and mentally react and respond to emergency situations.

Ability to follow instructions.

Ability to concentrate and maintain high level of attention.

Strong observation skills.

Ability to be tactful and polite with general public and coworkers.

Ability to operate standard security equipment.

e Ability to obtain medical certification.

e Ability to stand or walk for long hours both inside and outside in various types
of weather.

e Ability to prepare a factual security incident report in native language.

APPLICATION AND SELECTION PROCESS:

v Effective August 1, 2010 Office of Overseas Employment announced new Universal
Application for Employment (DS-174) as a mandatory application for any locally
recruited positions. To apply for this position all interested candidates should fill out the
DS-174 in English and submit it to the Embassy Human Resources Office by COB
February 24, 2014. The new DS-174 is available on the official U.S. Embassy website
under the Employment Opportunities section: http://ukraine.usembassy.gov/job-
opportunities.html.

Universal Application for Employment (DS-174) can be filled out electronically and
emailed to: KyivHR@state.gov or faxed to: 521-51-55.

Note: Only those applications that are received in the Human Resources
Office before the closing date will be eligible for consideration. Any
application package that doesn’t include complete DS-174 will be
considered incomplete and will not receive further consideration for
recruitment.

ADDITIONAL SELECTION CRITERIA:

= Actual hiring for this job is subject to funds availability and should be
confirmed by an appropriate bureau before a job offer is made.

=  Management will consider nepotism/conflict of interest, budget, and residency
status in determining successful candidacy.

= Current employees serving a probationary period are not eligible to apply for
this position.

= Current Ordinarily Resident employees with an Overall Summary Rating of
Needs Improvement or Unsatisfactory on their most recent Employee
Performance Report are not eligible to apply.


http://ukraine.usembassy.gov/job-opportunities.html
http://ukraine.usembassy.gov/job-opportunities.html
mailto:KyivHR@state.gov

= US Citizen EFMs who are currently employed under Family Member
Appointment (FMA) must work for 90 calendar days in their current position
before being able to apply for advertised position.

= US Citizen EFMs and NORs who are currently employed under Personal
Services Agreement (PSA) must work for 90 calendar days in their current
position before being able to apply for advertised position.

= U.S. Veterans and U.S. Citizen EFMs will be given preference in hiring
over other equally qualified candidates in accordance with Section 301 (c) of
the Foreign Service Act of 1980. Candidates who claim U.S. Veterans hiring
preference must provide a copy of their Form DD-214 with their application.
Candidates who claim U.S. Citizen EFMs hiring preference should indicate
their EFM status in the application form.

= All qualified EFM candidates will be interviewed by the Post Employment
Committee and the hiring office. The PEC selects the candidate for the position
and conveys that selection to the Front Office for concurrence.

EQUAL EMPLOYMENT OPPORTUNITY STATEMENT

The U.S. Mission in Kyiv provides equal opportunity and fair and equitable treatment in
employment to all people without regard to race, color, religion, sex, national origin, age,
disability, political affiliation, marital status, or sexual orientation. The Department of
State also strives to achieve equal employment opportunity in all personnel operations
through continuing diversity enhancement programs.

The EEO complaint procedure is not available to individuals who believe they have been
denied equal opportunity based upon marital status or political affiliation. Individuals
with such complaints should avail themselves of the appropriate grievance procedures,
remedies for prohibited personnel practices, and/or courts for relief.

CLEARED: LScott - RSO (by e-mail)

Ilepeknao ochoenux nocadogux 0006’ A3Kie yKpaiHcbKo M0B8010

HA3BA MTOCAJIM: OXOPOHEIDb

I'PA®IK POBOTH: 11O 3MIHAX

OCHOBHI NOCAJIOBI OBOB’A3KH:

[IpamiBHUK BHKOHY€E MOBHHI CIIEKTP OOOB’S3KIB OXOPOHIIS JUIsS TapaHTyBaHHS O€3MEKH
MaitHa [loconbcTBa Ta loro nmepcoHany.

OO0OB’SI3KOM OXOpOHIISI € TATPYJIIOBaHHS 3aKpIIICHUX 3a HUM JUISHOK. OXOpoHEIh
MOBUHEH MOCTIMHO OyTH MWJIBHUM Ta TPOBOJUTH PO3CIIAYyBaHHS CKapr, MOPYIIEHb,
HECTaHJAPTHUX Ta Mmao3pumx oO0crtaBuH. OXOpPOHENHh IIOBHHEH BMITH BH3HAYaTH
HAJ3BUYAIHI CUTYyaIlil Ta BXKUBATH BIAMOBIAHI JIii B 3aJI€KHOCTI BiJ XapaKTepy BHUIIAIKy
Ta y BIAMOBIAHOCTI 10 iHCTPYyKIii. [IpaniBHUK Mae HETaifHO MOBITOMIISATH MPO OyIb-sKi



HeCTaHJapTHI 0OCTaBUHH/CUTYAIlli CBOEMY KEPIBHHKY YW cTapmomy 3MiHU. OXOpOHEIb,
KOPUCTYIOUHCH CIICIiaIbHUM OOJIaJJHAHHSAM, BUKOHY€E BCi BHJIU NMEPEBIPKU BifBiTyBadiB
Ta aBTOMOOUTIB TepI, HIK J03BOJUTH B’i37 Ha Teputopiro [loconmscTBa. OXOpoHENH
JI03BOJISIE IOCTYI TPAHCHOPTHOTO 3ac00y HA TEPUTOPIIO TUIBKH MICIS HOTO MEepeBipKH,
MePEBIPKH MOCBIAYCHHSI 0COOM BOJIS Ta BCIX MACAXUPIB TPAHCIIOPTHOTO 3ac00y, a TAKOXK
MiCJI OTPUMAHHS HETAaTUBHUX PE3YyJIbTATIB TECTYy Ha BUOYXOBI pEYOBHHH.

Jlo 000B’sI3KiB OXOpOHIST BXOJHWTh BHEceHHS iH(popmarnii B cuctemy Post Log y
BIJIMOB1THOCTI JI0 3arajibHUX 1HCTPYKITiH.

OxopoHelb TOBUHEH 3BEPTaTH yBary Ha oci0, HOBEIHKA SKHX CBIIYUTH PO T€, [0 BOHH
BEIyTh CIIOCTEpEXEHHS 3a TepHuTopiero IloconbeTBa Ta #oro nmepconanom. Skmo ¢akr
BEJICHHSI CIIOCTEPEKEHHS 3a(iKCOBAHO, OXOPOHIIO CJIiJl HEraHO MOBIJOMHUTH PO I
CTapuioro 3MiHM Ta MOPCBKHMX MHiXOTHMHIIB Ha mocty Nel. OxopoHenp HE IMOBHHEH
3aJIMIIATH CBIM TIOCT JI0 3aBEPIIEHHS 3MiHH JIO TOTO Yacy, JOKA HE OTpPUMAE Ha 11e JO3BiI.
OO0OB’SI3KOBHUM € IIJIAHOBHH BHXiJ Ha Pagio3B'si30K 3 MOPCHKUMH MiXOTHHIIIMH Ha ITOCTY
Ne 1 4m 3i crapmum 3MiHH.

OCHOBHI BUMOT'H:

e ATecraT po CEpeaHIO OCBITY;

e 6 MiCsLIB AOCBITY poOOTH;

e BinbHe BOJIOAIHHA YKPaiHCHKOIO YM POCIHCHKOIO MOBaMH, IMOYaTKOBUHN pPIBEHb
BOJIOJIHHS aHTIIHCHKOIO;

HABHUYKH TA 3IIBHOCTI:

OxopoHelb MOBUHEH OyTH y 100piit ¢izuuHiit ¢opmi, 100 pearyBaTu Ha Ha/3BHYAiiHI
CUTYyalli, a TaKoXX UIsl TPUBAJOro rnepedyBaHHS Ha HOrax BCEpeIUHI MPUMILIEHHS Ta
Ha/JBOpi 3a Oyab SKUX MOrOAHMX yMOB. OXOpOHEIh MOBHMHEH BMITH JOTPUMYBATHUCS
IHCTPYKLINA, CYMJIIHHO BHUKOHYBAaTH CBOI OOOB’SI3KM, MpAIlOBaTH 3a BCTAHOBJIECHUM
rpagikoM Ta He MPOIycKaTu poboTy 0e3 moBakHUX NpUUuH. [IoBUHEH OyTH TaKTOBHUM
Ta BBIWIMBHM 3 BI/IBlyBayaMH Ta KOJIETaMH; MOBUHEH BMITH IMPOBOIUTH MEPEBIPKY
BiJIBilyBa4iB Ta aBTOMOOLIIB, 10 B'DKIKAIOTH HA TEPUTOPiIO; MOBUHEH BMITH MPAIIOBATH
31 CTaHmApTHUM OOJaTHAHHAM JIUISl TIEPEBIPKU Ta TIOBUHEH NMPOUTH 3arajibHy MEIUYHYy
npodeciiiny nepeBipky. BmiTu ckiagaTi 3BiTH PO IHIUAESHTH PiAHOI MOBOIO.

BUMOI' 10 INOJAYI TOKYMEHTIB:

3anikaBieHi KaHIWJaTH MOBUHHI 3aMTOBHUTH AHKETY KaHJU1aTa Ha MpaleBiIallTyBaHH
(DS-174) rta magicnaru ii go Bimainy kaapis [TocomsctBa CHIA. Ankery DS-174 moxHa
3HaiTH Ha odimiiHil cTopinmi [ToconscTBa y po3aiii «BakaHciin:
http://ukraine.usembassy.qov/job-opportunities.html. He mignucani ankern, ankern
0e3 1aTH Ta AaHKETH, 110 3aII0BHEHI 0JIiBIEeM, NpuiiMaTHcs He Oya1yTh. AHKETa Ha
nparesinamryBanis (DS-174) moske OyTy 3all0BHEHA €JCKTPOHHO, aJie TIOBUHHA Oy TH



http://ukraine.usembassy.gov/job-opportunities.html

PO3IpYyKOBaHa, MiNHCaHa Ta BIANPABICHA HA a/Ipecy eNEKTPOHHOI MOIITH
KyivHR@state.gov abo Haniciana no ¢axcy: 521-51-55. Ankern HagicjaaHi mi3Hime
24 mwrtoro 2014 po3rasiaaTucs He OyAyTh.
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